The International City Managers' Association 


MANAGEMENT INFORMATION SERVICE 
1313 East 60th Street, Chicago 


FIVE-YEAR INDEX TO SPECIAL INFORMATION REPORTS--1946 to 1950 


The index covers Report Numbers 1 through 83 
issued from January, 1946 to December, 1950. 


Administrative Assistants 
Administrative assistants in city government ...... 


Administrative Codes 
ereperation of administrative codes... «is «ss * se 6 


Boards and Commissions 
Compensation of boards and commissions . . « « «se «es 
Regulations governing boards and commissions ....-. 
Relation to council and chief administrator ..... » 


Budgets 
Determining standards of municipal services. . ». « « « « 
Preparation and adoption of the annual budget. ..... 
Preparation of work programs and annual budget estimates 
Sample budget estimate forms . . + « «+ » ee « » ee o 8 
Sample budget memorandum . . . » » «© + » «© » © © ew ow 
Sample instructions to department heads. .« « » « »« « « « 


Cemeteries 
Management of city-owned cemeteries. « « » « 6 « + © « « 


Councils 
Agenda for council meetings. . « « «+ «+ «+ «+ «© © © © © © 2 
Authority and responsibility .« . «© «6 «6 + © © ee e+ © « « 
Compensation of councilmen . » « «© © «© «© © © © © © © © » 
Legislative proceduree « « « «+ «+ *+ © © © © © © © oo 
Methods of reporting to the council. « « «++ «ees 
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Rules of order and procedure for meetings. » . « » «© « « 


Duplicating Methods 
Central duplicating services . «4 «+4 +s © 6 ¢ » » 8 
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Finance 


Collection of taxes through banks. . » « « « 
Finance administration in small cities... 
Financing water main extensions. »« « «+ « « 
Inventory control of municipal property. . . 
Joint collection of tax and water bills. . . 
Petty cash funds .« « « 4 « e 8 bs eo se 8 
Procedures in purchasing municipal 
Special invoice forms. . . + « « » 
Travel allowances. 


Fire 


Protection 


e e @ 


Manpower requirements. » . « » 
Reducing the work week » « « « 


Supplying outside fire service 


Use of radio communications. 


Garages 


Managing a central garage. . . 


Insurance 


Competitive bidding. . « « » « 
Fire insurance .. 
Liability and theft insurance. 
Reducing insurance costs . . 


Surety bonds . 


survey of coverage .. . 


Licenses 


Privately operated parking lots. 
Mexicavse. « «srs 
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Administrative decisions . 
Determining standards of municipal 
Establishing job and work controls ..... 
Finance administration in small cities ... 


Forms 
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Motor equipment management... . ++... e 


Sample personnel requisition and 


Sample work order form . 
Training department heads. . . . 


Written procedures as management 


Motor Equipment 
Automobile allowances. .... 
ComepOOLEs « 6 ss 
Cost records ... 


Equipment rental charges... 
Financing replacement of motor 
Maintenance of equipment 
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Parking 


Regulation of privately operated 


Parking Meters 


Administration of parking meters 
Cities with parking meters... 
Purchasing specifications. ... 
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Personnel 
Meeepeciuy Leave . 5 6 5 8 8 8. 


Employee handbooks . . . » «0 » 
Employee organizations . .... 
Employee safety. . . . 6 i es ss 
Employee service record cards. . 
Keeping city employees informed. 
heaves of absence. ¢ . i « 2.5 o 
Merit system installation. ... 
Payment for unused leave .... 
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Rules and regulations. « . « » » 
Sick leave administration. ... 
Sick leave practices . «+ .-s~-. 
Training department heads. ... 
See also, Salaries 


Police 


Manual of instructions .... . 
One-man police cars. . . « »« « « 
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Survey of use of one-man patrol cars. . 


Tests for recruiting . .«.« » 
Uniforms and equipment . .» « » 
Uni ons ° ° . ° s e ° e s ° e e s 


Property Management 
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Inventory control of personal property . 
Inventory control of real property . . 


Public Reporting 


Special leaflets for public reporting. . 


Public Works 


Control of small tools .« « « « » 


lots. 


Motor equipment management . «+ ++ + s+ + es 
Regulation of curb cuts and service driveways. 
Sample form for scheduling projects. . . 
Sample regulations for scheduling projects . . 
Scheduling the annual construction program. .- 


Street name signs. « « « + «+ » » 
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Purchasing 
Preference to local merchants. « « + + « « «+ « «ee # « 


Refuse Disposal 
Sanitary landfill method ° e ° e ® e ° e ° e ry » e ® @ ® 


Revenues 
Trends in municipal nonproperty taxes. « »« » « © + « » » 


Salaries 
Cost-of-living pay adjustment plans. . « »« «+ +» « + «+ © « 
Changing daily wages to annual wages . « « « «© «© «+ «© «© « 
Current pay rates for selected city jobs - 
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Sewage Disposal 
Regulation of industrial wastes. .« « . » » »+2«eee«e 


Sewer Service Charges 
Service charges to outside users . .- « « « « » « « « e e 


Special Assessnents 
special assessment procedures. . « « « « © «© 6 e © «© « » 


Street Lighting 
Formula for installation of street lights. . .....-. 


Subdivisions 
Regulation of Subdivisions. o.s len = co lec aaesu ceeemnomn mines 


Taxes 
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Taxicabs 
Dieensing.: a .is -« « « same 
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Controi of traffic ticket aummee cee ene eens 
Handling traffic: violationgsmec os ement tees 


Water Service 
Allocating costs to outside users . ss. sos « 
Financing water main extensions. ...«.«.e«.«-e 
service charges to outside users » « . se 


Zoning 
Administration of zoning variances 
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MANAGEMENT INFORMATION SERVICE 


Conducted by the International City Managers' Association 
1313 East 60th Street, Chicago 


Special Reports Issued_1946-1950_ 


Trends in Municipal Revenues 

Sick Leaves and Payment for Unused Leaves 

Water Service Charges Outside the City 

Handling of Correspondence, Records, and Library Material 
Special Police Policies (uniforms, rewards, and recruitment) 
Municipal Regulation of Industrial Waste Disposal 
Police Rules and Regulations 

A System for the Control of Small Tools 

Methods of Filing Correspondence 

Changing Daily Wage Employees to Annual Pay Basis 

Radio in Fire Departments 

Municipal Regulation. of Taxicabs 

Unions in Police Departments 

Cities Using Parking Meters 

How to Improve Handling of Traffic Violations 

Analyzing Fire Company Manpower Requirements 

Charges for Sewerage Service Outside the City 

Making Pay Adjustments for City Employees 

Joint Collection of Tax and Water Bills and Use of Banks 
Regulation of Curb Cuts and Service Driveways 

Municipal Employee Organizations 

Street Name Signs 

Employee Service Folders and Record Cards 

The Sanitary Landfill Method of Refuse Disposal 
Supplying Fire Protection Service Outside the City 
Regulation of Privately Operated Automobile Parking Lots 
Factors in Reducing the Work Week for Firemen 
Management of City-owned Motor Equipment 

Municipal Purchasing From Local Merchants 

Municipal Regulation of Land Subdivision 

Rules and Order of Procedure for City Councils 

The Use of Special Invoice Forms 

How to Reduce Municipal Insurance Costs 

Current Pay Rates for Selected City Jobs 

Trend Toward One-Man Police Cars 

Handling Petty Cash Funds 

How to Codify Municipal Ordinances 


Relations of Council and Chief Administrator to Boards and Commissions 


Granting Sick Leave With Pay 

Procedure in Establishing the Merit System 
Personnel Rules and Regulations 

Pay Rates for Selected City Jobs in July, 1947 
Using Special Leaflets in Public Reporting 
Management of City-Owned Cemeteries 
Cost-of-Living Pay Adjustment Plans 

Preparing the Agenda for Council Meetings 
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Pay Rates for Selected City Jobs in Puniasys ee te 
. The Preparation and Use of. Administrative Codes 


b: Scheduling Projects for the Annual Construction Program _ > 


Use of Written Procedures as Management Tools 


The Administrative Assistant in City Government Fee Nt 


Conpeneetiob of City eet oeS cieliee 


Preparation of Work Programs and Annual Budget Estimates 
Formula for Installation of Street Lights 


Methods of Reporting to the City Council é cay 


Pay Rates for Selected City Jobs in July, 1948 
Administration of Business Gross Receipts Taxes 
Methods of Keeping City Employees Informed | 

The Preparation and Adoption of the Annual Budget 
The Making of Administrative Decisions . ee 
Pay Rates for Selected City Jobs in January, 1949 _ ~ 
The Management of a Central Municipal Garage _ 


Mass Production Duplicating Methods 

Establishing Job and Work Controls ; 

Pay Rates for Selected City Jobs in July, 1949 
How to Make a Salary and Wage Survey : 
Procedures in Special Assessment Financing 

Administration of Zoning Variances . 

How to Improve City Council Organization and Procedure 

Inventory Control of Municipal Property 

Procedure in Purchasing Municipal Insurance : 
Pay Rates for Selected City Jobs in January, 1950. i 
Administration of Leaves of Absence 
Developing a Policy for Water Main Extensions 
Development of Department Heads 

Travel and Auto Allowances 

Service Standards and Budget Estimates 
Control of Forms and Records 

Municipal Experience with One-Man Police Cars 
Financial Practices of Small Cities 
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Pay Rates for Selected City Jobs in July, 1948 . 
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INDEX TO REPORTS 


The index covers Report Numbers 48 through 59 issued aes 
tho twelve-month period January to December, 1948 
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Compensation of boards and commissions .......+-+.-. 168 
Budgets 

Preparation of work programs and annual budget estimates . . 199 
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Personnel 
Current yay: rates for selected (Jove i «ae ce eeceye usa ee 
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Scheduling the annual construction program... ..... 
Sample regulations for scheduling projects .....se.-s. 
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Street Lighting 
Formula for installation of street lights ....... 
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